Setting up personal folders

Guidance 

This resource is about working in a way that is appropriate for adult learners, using content relevant to their needs and interests, whether this is on accredited or non-accredited courses.

	Aims

	To introduce learners to file structure on the computer and to enable them to design a file structure to suit their needs.

	Generic learning outcomes from the activities and resources

	Learners will have:

· demonstrated knowledge of file structure and folder creation; and

· created a file and folder structure to accommodate their own needs and purposes.

	Differentiated learning outcomes

	Differentiation can be by:

· the complexity of the intial sorting task; or 

· the amount of tutor support needed to achieve the outcomes.

	Issues for tutors to be aware of

	Some learners may have literacy or language needs and may need learning support, whether specialised or not.  Some learners will be very unfamiliar with the notion of filing and folders and, with some groups, tutors will need to explore this sensitively.



	Resources

	· Computers.

· Data projector.

· Lap-top and screen.

· Sets of paper documents*; one set for each pair or small group.

· Handout 1 Cards (cut up into sets; one set for each pair or small group).

· Handout 2 Setting up personal folders.

· Pencils/pens and paper.


*These documents are for Stage 2 below. The sets of paper documents will comprise up to 12 paper documents.  These documents should include examples of 3-5 different categories of content, such as utility bills, job advertisements, recipes.  The learners’ task is to identify the categories and sort the documents accordingly.
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Choose categories that have some relevance to learners’ interests and needs.

To make the sorting simple, choose obviously different categories (the equivalent of apples and pears).

To make the sorting more challenging:

· choose categories that are different in more subtle ways (the equivalent of different types of apple) 

· provide more documents to be sorted

· include a cardboard folder that has inside it two to three documents of a particular category as well as loose sheets from the same category; and/or

· increase the number of sheets to be sorted.

	Scenario: 

	The activity is designed to be used at the beginning of modules (on accredited or non-accredited programmes) on file structure and folder creation.

	Time required:


	About 1 - 1.5 hours

	Stage 1 

	Go through the following points about storing information. 

· Software designers tended to think about office working when they designed software.  They used the office as a model for thinking about the computer. 

· So when the computer first starts up you will see the desktop – in other words your working space. Documents created on the computer are referred to as files – like ring binder files in an office.  You can create folders to put these files into, just as you would store files in a filing cabinet. 

· There are other possible ways of thinking about storing information – and some of them you will cover in the activity.  You may be able to think of other systems.

· All show that information (and other things) can be broken down into small chunks which are put into an easily identified location.  The alternative is the heap of stuff which has to be sorted through every time you need to find something, as in the diagram immediately below.
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	Unsorted paper
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	Stage 2

	Give one set of documents to each pair or small group of learners. Ask learners to group them in some sort of logical way.  Discuss the grouping chosen by learners.

	Stage 4

	Tutor and learners move from whole class group to computers.  Explain what a ‘Drive’ is. Demonstrate and explain how to find it on the 'Desktop' and the various drives on the computer.  Show how folders are stored in a drive, and how documents are filed in folders.  


 Learners create a folder in 'My Documents'.

	Stage 5

	Using Handout 2, tutor demonstrates file structure and folder creation.  Learners then design filing systems to suit their needs.  This is done with pencils/pens and paper away from the computers.  Learners discuss their structures in a group.

	Stage 6

	Learners return to the computers to implement their file structures on their computers.
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	Evaluation and comments

	Taking into account feedback from learners

What went well?

What would I do differently next time?
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